August 25, 2000

Chapter 1
Viewing Pay, Benefits, and Entitlements Data

Chapter Overview

Introduction This chapter shows you how to view Pay, Benefits, and Entitlements (PB& E)
data referred to as Elements in modern DCPDS.
To view current Elements, use the People Window.
To view Element history information, use the Assignments Folder
Window that contains information on applicants, employees, and ex-
employees in the database.

Chapter Contents

Topic Page
Chapter Overview 1
Viewing Current PB& E Data by Employee 2
Accessing the People Window 2
Viewing Current Elements 2
Viewing PB& E History 6
Access ng the Assignments Folder Window 6
Viewing PB& E 8
Viewing a Specific Element 9
Viewing All Elements 10
Examples of Entry Values 11
Viewing a List of Employees by Element 14
Printing a List of Employees by Element 17

See Also Module 1, Fundamentals of the Modern DCPDS
Chapter 5, Updating and Viewing the Employee Record
Chapter 7, Folders

Who Does It? - Personndist
A - Manager/Supervisor
o Employee

PB&E: Viewing PB&E Data Mod 6, Chap 1, page 1



August 25, 2000

Viewing Current PB&E Data by Employee

Pur pose This procedure guides you through the steps to view an Employee’ s current
elements.

Accessing the People
Window

Step Action

1 On the Navigation List — People— Enter and Maintain —
<Open>.
2 The People Window displays with the Find Person Window on
top of the People Window.
Query for the employee or type in the last name and click <Find>.

3 The People Window displays popul ated with employee data as
described in the Chapter Overview. Click <Assignment>.

Viewing Current Elements

Step Action

1 The Assignment Window displays with many of the data fields
populated and/or grayed out. Click <Entries>.

= Assignment (Armstiong, Dee A)

Organization |l ComputerTelecom St Puget Sound hvE36 Group
Job [0561.Budget Clerical And Assistance (0561) Position [C6407. BUDGET ASSISTANT.13506. MYE3.AP
Grade |GS08 Payroll |Biweekly
Location (330105035 Status |Active Assignment
Assignment Mumber wes Effective Dates
Employment Categary ’7 Fram W To 17

Narme i

MNumber i

1
Salary | Entries Pay Method Others... |

Continued on next page
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Viewing Current PB&E Data by Employee, Continued

Viewing Current Elements (continued)

Action

The Element Entries Window displays. Move the Current
Record Indicator to the Element Name data field you want to
view; e.g., Health Benefits. Click <Entry Values>.

Note: The <Others> Taskflow Button is not used by DoD.

EE Element Entries [Aimstrong. Dee A)

Processing Types
Period |1 2 2000 Bi-Week (21-MAY-2000 - 0 | O Recurring
Classification | C Monrecurting Additional
@ Both Processed
Processing — Effective Dates———
Elernent Name Type Costing Reason [1] Frorm Tao
Recuning r  [11-APR-1938
Other Pay Recurring - [11-APR-1999
TSP Recurring . 11-APR-1999
lAdjusted Basic Pay Recurring C - |[02-JAN-2000
Basic Salary Rate Recurring . |02-JAN-Z2000D
FEGLI Recurring . . 11-APR-1999
Locality Pay Recurring T [ |02-JAN-2000
Retirement Plan Recurring - [11-APR-1999
[Total Pay Recurring . [02-JAN-Z2000
Iwithin Grade Increase Recurring - [11-APR-1999
= [ o
Entry ¥alues I Assignment | Others... |

The Entry Values Flexfield for Health Benefits displays.

B Entry Values (ANGEL, Mi. DEVADAM)  [BI[=]

Entry “alue

o

Low Option Self and

Eovelllwsr Processing Types
Health Plan |Mail Handlers {15) 12000 03U | O Recurring
Temps Tatal Cost @ s T —
@ Both Processed
) — Effective Dates
sing
Costing Reason I From To
ing i [14-maR-1999
ing [/ |05-mAY-2000
ing [/ [18-APR-2000
ing [ [14-maR-1999
ing - - [14-MAR-1999
ing - - [14-MAR-1999
ing [ [25-APR-1999
ing - - [14-MAR-1999
. ing [ [14-mAR-1999
Date Earned ing [ [14-maR-1999
Payee Details ing - [18-aPR2000
Processing Priority (3750
Others... | 1

I- -
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Viewing Current PB&E Data by Employee, Continued

Viewing Current Elements (continued)

Step Action

4 If the Element Name you need does not display, place your cursor
in ablank datafield of the Element Entries Window and click the
LOV. TheElements Flexfield displays. Select the needed
element. Click <Entry Values> to view.

Elements
Find I%

Elemeant MName Processing T
Health Insurance MNAF AR Recurring -
Haome Leawve Fecurring
Hours Left to WWworls Fecurring
Hours WGl Ad] Accumulator MNAF Fecurring
Hours WWorked Lacal Mational Recurring
Imminent Danger Pay Fecurring
Insurance MAF AF Fecurring
Intergovt Fersonnel Act [P Recurring
Intermittent Accrual Recurring
Life Ins MAF AF Fecurring
Life Insurance MNAF AR Fecurring
Living Cluarters Allowance Faid Fecurring
=& Aaearcd s lonrecurring
HEBC Equipment Maonrecurring
Man Pay Days Fecurring __|
on FPaw Hours Recurring
Mon Pasy Hours WG| Recurring
Haon YWatch Allowance Fecurring
MHan YWatch Allowance Fecurring
Furmber of Class Hours Recurring
Fart Time Hours YWarked Recurring
Fost Differential Amount Fecurring
Faost Differential Percent Fecurring
Fremium Fass Recurring
Recruitment Bonus Monrecurring
Feimbursement kdowing Expense Maonrecurring
Felocation Bonus Manrecurring
Feplacement Supplement Fonrecurring
Representational Time Monrecurring
Fetention Allowance Fecurrin bl
g0 o

Find I Cancel I

Continued on next page
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Viewing Current PB&E Data by Employee, Continued

Viewing Current Elements (continued)

Step Action
5 The selected Element displays on the Element Entries Window:

B Element Entries (Armstiong. Dee A) [_[a] x]
— Processing Types
Period |12 2000 Bi-Week (21-MAY-2000- 0 | C Becuring

Classification C Monrecuning Additional
© Bath Processed
e — Effective Dates—————
Element MName Type Costing Reason [] From To
~ | |Other Pay Recurring | [11-APR-1999
TSP Recurring . |11-APR-1939
Adjusted Basic Pay Recurring [T [ |02-JAN-2000
Basic Salary Rate Recurring T |02-JAN-2000
FEGLI Recurring [ [11-APR-1999
Locality Pay Recurring [T [ |02-JAN-2000
Retirement Plan Recurring [ [11-APR-1939
Total Pay Recurring C [ |02-JAN-2000
‘Within Grade Increase Recurring [ [11-APR-1999
Health Insurance NAF AR Recurring I |24-MAY-2000
_MNAF Awards Nonrecurring [ |21-MAY-2000 03-JUN-2000

Entry Values I Assignment | Others___

6 When you complete your viewing, exit the windows.
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Viewing PB&E History

Purpose This procedure shows you how to view the PB& E history information in the
employee' srecord using the Assignments Folder Window.

Accessing the Assignments
Folder Window

Step Action

1 On the Navigation List — View — Histories — Entries —
<Open>.

The Assignments Folder Window displays. The window contains
three buttons (Current, Past, and Both) in the Assignments
Region, Employee data fields, and an <Entry History> Taskflow
Button.

Full Mame Daytime Phone # Gender Dizabled Previous Last Mational |

i in e i |

Ein 7]

Entry History

2 Click the Both button in the Assignments Region to access current
and past history information.

Continued on next page
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Viewing PB&E History, continued

Accessing the Assignments Folder Window (continued)

Step Action

3 With your cursor in the Full Name data field, query using F7/F8
toview alist of all employeeswith current and past € ement
history information.

f Note: If you want to look at one employee’ s record, press F7,
enter %, part of the employee’ slast name, %, and pressF8. The
folder will populate with applicants, employees, and ex-employees
beginning with the last name. Scroll through the list of names.
Place the Current Record Indicator on the line of the desired
name. The columnsinview are: Full Name, Daytime Phone #,
Gender, Disabled, and Previous Last. Use the bottom scroll bar to
view remaining columns.

Example:
2 Assignments Folder =1 3 |
- Assig
O Current O Past @ Both

=

Full Marne Daytime Phone #  Gender Disabled Previous Last Mational |
| |ANAHOLA, KIMO A Male r 111-11.00

ANDERSON, DAVE X Male r 111-11.00

ANDREWS, ANDREW AARON Male r 1111100
__| |ANDREWS, JAMES T Male r 1111100
NGEL,AFDEVAPRONEO Male r 111-11.00

KA [ [ol|

’ Entry History

Click <Entry History>.

Continued on next page
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Viewing PB& E

Step

Action

The View Element History for Employee Window displays with
the cursor in the Classification data fieddd. Place the cursor in

Element Name data field.

Example:

7 View Element Entiy History for Employee [ANGEL. AFDEY APRONE 0]

Processing Types

Clagsification I

C Recuring

O Nonrecurting

Frarn i To IUTJUL1993 @® Both
— Effective Dates ——
From To Element Name Entry Type Costing Reaszon
K ]
Entiy, Values

Use the following decision logic to determine your next step:

| F you want to view

THEN...

A specific element

Press F7; enter the desired element;
e.g., Health Benefits, %, and press F8
to run the query.

All elements

Press F7/F8 to run a query to show all

the elements in the employee’ s record.
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Viewing a Specific Element

Step

Action

1

The Effective Date and the Element Name populates if the
employee' srecord contains the element. To view details of the

element, click <Entry Values>.

7% ¥iew Element Entry History tor Employee [Amstrong. Dee A)

Processing Types—

Classification ! O Recurting

O Nonrecurting

Fram I To |24-MAY-2000 @® Both

— Effective Dates————

Fram To Element Name Entry Tywpe Ciosting Reasaon
| ;l 11-APR-1999 Health Benefits Element Entry
pPaA
KN ¥
Entry Values

The Entry Values Flexfield Window displays with the
information. View the information as needed.

ES Entry Yalues [Armstrong, Dee A) _|Of =

Entry %alue
Enrallment |High Option Self and

Health Plan |Group Health Coope

Temps Total Cost

Exit the window.
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Viewing All Elements

Step

Action

pa

i1 View Element Entiy History for Employee [ANGEL. AFDEY APRONE 0]

1 With the cursor in Element Name data field, press F8 to execute
and run aquery. All elements populate with effective dates.
Highlight each element, and click <Entry Values> to view the
details.

Processing Types

Classification i O Recurring
C' Nonrecurting
Frarn 17 To IW @® Both

— Effective Dates ——

Frarm Tao Elernent Mame sting Reason 11
02 -JUL-1998 TSP

24 JUN-1998 Adjusted Basic Pay N
24 JJUN-1998 Basic Salary Rate N
24 JJUN-1998 FEGLI B
24 JUN-1998 Health Benefits |
24 JUN-1998 Locality Pay B
24 JUN-1998 27 JJUN-1998 Recruitment Bonus B
24 JUN-1998 Retirement Plan B
24 JUN-1998 Total Pay [

K| ]

Entry Values |

2 |Toexit each dement, click the“X” in the top right corner.
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Viewing PB&E History, continued
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Examples of Entry Values

Element Windows

FEGLI
Entry “alue
H=elNNIBasic Only
Eligibility Expiratian
TSP
Entry “alue
Amount ||
Fate
5 Fund
F Fund
C Fund
Status |Eligible To Participat
Status Date
Eligibility Date
Health Benefits
EE Fntry Values [AMGEL, AFDEY APRON_.. [S|m] b4
Entry “alue
Enrallment
Health Plan |Blue Cross and Blue
Temps Tatal Cost

Adjusted Basic Pay

B E ntry Values [ANGEL, AFDEV APRON... [H[=] E3 |

i
Entry “alue :
Adjusted Pay I 7096 :
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Viewing PB&E History, continued

Examples of Entry Values (continued)

Element Windows

Basic Salary Rate

B Entry Values [ANGEL. AFDEY APRON__. =]

Entry “alue
Salary I

L ocality Pay

E Entry Values [ANGEL, AFDEY APRON... [H=]

Entry “alue
Locality Adjustment Im

Recruitment Bonus

L Entry Values [ANGEL, AFDEV APRON... [Hi[=]

Entry “alue
Armoumnt 12345

Expiration Date |3I]-DEC-1EIEIE

Retirement Plan

 Entry Values (ANGEL, AFDEV APRON... [Hj[=]

Entry %alue
Plan CSRS

FERS Eligibility Expires I

Continued on next page
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Viewing PB&E History, continued

Examples of Entry Values (continued)

Element Windows

Total Pay

EE FEntry Yalues [ANGEL, AFDEY APRON. .. [H[=]
Entry %alue
Tatal Salary I F096
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Viewing a List of Employees by Element

Pur pose This procedure guides you through the steps of viewing a List of Employees
by Element.

Viewing a List of Employees

Step Action
1 Onthe Navigation List — View — Lists — Employees by
Element — <Open>.
2 TheList Employees by Element window displays.
B List Employees by Element
Selection Criteria
Element Mame Frarn |22-MAY-2000
X Current Employees X Ex-Employees To [22-MAY-2000
Assignrment
Employee Number Entry Type
;l
] 0l

Continued on next page
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Viewing a List of Employees by Element, continued

Viewing a List of Employees (continued)

Step

Action

3

With your cursor in the Element Name data field, click the LOV
and select the element needed, and click <OK>.

! Elements

|%

Find

Element Mame

Classification Frocessing 1

Hazard Pay
Health Benefits

Home Leawve

Insurance MNAF

LN AWARDS

Gowvernment Awards

Hours Left to Wark
Hours Wil Adj Accurnulator MNAF
Hours Worked Local Mational
Irmminent Danger Pay

AF

Health Insurance NAF AR

Intergowt Personnel Act IPA
Intermittent Accrual
F.orean Supplemental Fay

Supplemental Earnings  Recurring

Supplemental Earnings  Nonrecurring 2
“oluntary Deductions Recurring

Yoluntary Deductions Recurring  _|
FTO Accruals Fecurring |
PTO Accruals Recurring

PTO Accruals Recurring

FTO Accruals Recurring
Supplemental Earings  Recurring
“oluntary Deductions Recurring
Supplemental Earnings  Recurring

PTO Accruals Recurring

Supplemental Eamings  Recurring
Supplemental Earnings  Nonrecurring

<] |

3

_ Find_|

 cancal |

The current date defaultsin the To/From datafields. Adjust to the

dates needed.

Select or desdlect the checkboxes next to Current or Ex-

Employees.
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Viewing a List of Employees by Element, Continued

Viewing a List of Employees (continued)

Step Action
6 With your cursor in the Employee data field, click F8. The data fields
populate.

;Z Note: The bottom scroll bar begins under Entry Type. The Employee
name and Assignment Number stay visible asyou scroll through the
data. The Count on the Message Bar displays the number of records
available for viewing. Inthisexample there are 14 records available.
The“v” indicates more records are available for viewing by using the
left scroll bar.

EX | ist Employees by Element Hi=1
Selection Criteria
Element Mame !Guvemment Aweards From [02-MAY-2000
X Current Employees [T Ex-Emnployees To |22-MAY-2000
Assignrment
Employee Murmber Entry Type Aweard Agency  Award Type Armaunt or Hi
;l [AF Timeoff, Mrs. Pat P 6874 Element Entry 15.
|  |AF-AWARD, Mr. Toyota T 6856 Element Entry  |Air Force Time Off Awar| |43,
B AF -Award, Mrs. Lily L 6853 Element Entry  |Air Force Time Off Awar | |60.
| [AF-Award, Mrs. Lily L 6853 Element Entry  |Air Force Time Off Awar | [20.
B IAF-Avweard, Mr. Rose R 6852 Element Entry  |Air Force Time Off Awar | |55,
| [Produturi, mr. Milky Reddy 6757 Element Entry | |Havy Demo Award/E |1158.
B DEMOTHREE, SILVERDALET 6710 Element Entry = |National Scien [Suggestion Ca [100.
B ANGLIN, LAKEY CHINA 6449 Element Entry |National Scien |Suggestion Ca |100.
B CHINALAKE, DEMOONE 6437 Element Entry | |Navy Demo Award/E |2345.
B CHINALAKE, DEMOONE 6437 Element Entry = |Navy Demo Award/E |2569.
B CHINALAKE, DEMOCODEONI 6400 Element Entry  [Navy Demo Award/E |1194.
B CHINALAKE, DEMOCODEONI 6400 Element Entry | |Navy Demo Award/E |1555.
B Hernandez, Mr. Nick 6421 Element Entry  |Air Force Time Off Awar | |10.
;‘_ ANGLIN, CHINA LAKE 6298 Element Entry  |National Scien |Suggestion Ca |100.
| o
Count: 14 W

Continued on next page

PB&E: Viewing PB&E Data Mod 6, Chap 1, page 16



August 25, 2000

Viewing a List of Employees by Element, continued

Printing the List of Employees by
Element

Step Action

1 There are two options for printing:
Export the list into an Excel spreadsheet and print.
OR

Press Print Screen on the keyboard and print the list on
each page.

2 To export thelist to an Excel Spreadshest, click Action on the
Main Menu and click Export. The Export Data window displays.

Export Data

@ To Microsoft Excel
X Autosize all columns
) To atextfile (tak-delimited)

BHrowse. I

Cancel | ‘ Export _’

3 Click <Export>. Follow the Excel spreadsheet procedures for
sorting and printing.

PB&E: Viewing PB&E Data Mod 6, Chap 1, page 17



August 25, 2000

THIS PAGE LEFT INTENTIONALLY BLANK

PB&E: Viewing PB&E Data Mod 6, Chap 1, page 18



